OPERATIONAL SERVICES DIVISION

Job Aid:
How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

This Job Aid shows a Basic Purchasing user how to:

Search for migrated Department contracts

Review and Download Attachments

Clone migrated (vCurrent) Blanket

Update a Master Blanket Purchase Order

Submit PO for Approval and/or Send PO to Vendor

Of Special Note:

Comm-PASS documents (solicitations, contracts) were brought over into COMMBUYS; however these documents require
updating and review. You must be a Basic Purchasing user with appropriate privileges for the organization that
owns the migrated document to perform most of the steps outlined below. Departments use three types of Vendor
(Seller) Contracts, and this Job Aid will focus on two.

1. Master Blankets with one vendor (awarded contractor) and a catalog of line items specific to that vendor. These
blankets, often referred to as “single vendor based,” are ideal for contracts where pricing is fixed and does not
require a quote however these Blankets can be “Solicitation Enabled” in order to support issuing Bids to get price
quotes when desired. This setup requires you to create a separate Master Blanket for each awarded contractor.)

2. Master Blankets with multiple vendors listed as distributors who fall under one placeholder vendor. (These
blankets, often referred to as “multi-vendor based,” can be “Solicitation Enabled” in order to support issuing Bids
to get price quotes from the contractors, and then placing orders with the quote winner(s). This setup requires you
to create one Master Blanket that would contain all the awarded contractors.

Screenshot Directions

1. Launch the COMMBUYS URL.
Type https://www.commbuys.com/bso/ in the

COMMBUYS oo

RESRATISEAL SERRCES BLCISICH Enter your Login ID and password and click

COMPMBUYS is the only official procurement record system for the Commonwealth of

Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all the Login button on the COMM BUYS |and|ng
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers. page

COMPMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUYE support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

dob Ajids for Purchasers

dob Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@state ma. us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3197.

L Register
Register here to begin using COMMBUY'S.
“endors, please read this disclaimer prior to registering.
—— Complete Registration
Complete registration here to begin using COMMBUYS
“wendors, please read this disclaimer prior to completing registration.
—— Open Bids
Browse open bid opportunities.
L L Active Contracts
Browse active Contracts/Blankets.
—— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

L L Registered Vendor Search
Search for registered wvendors.

Login 1D

Password:

Forgot your password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot Directions

2. To Search for migrated Blankets, click on

an. . the magnifying glass on the Header Bar to
August 26, 2014 2:34:34 PM EDT p 0 ‘ f f ‘ o g 3 display the Advanced Search window

Buyer Buyer
3. Select the radio button for Contracts /
Advanced Search Blankets.

Searchfor. | | Bids | ' Contracts/Blankets

o

Copyright © 2014 Periscope Holdings, Inc. - All Rights Reserved.

4. Use any of the search criteria fields to
search for the contract you are looking for.

D | ContractiBlanket £ is the
COMMBUYS Blanket numbering scheme
S ———— e — not the Comm-PASS contract number.
seareh i e Contract/Blanket Description — to
I T | N search for the Comm-PASS contract
G T L 1 PO Type number enter it into the field
o e ‘E - . = Vendor Name can be used to find
W \ | ercor toga Rame documents with all or part of the entered
Type Code \ var [ ] data in their name
searen ::MWMWFE‘ = - e If you are seeing too many results,
e \ ] including those with “v#” in the file name
Organization where “#” is a number, filter your results
L e ‘EI l by selecting Header Major Status and
Commodity-£op - = Stocktemtumber choosing, “Sent” for a contract that was
[ fear || cewr | previously awarded in Comm-PASS or
T e “In-Progress” if it was a draft at the time of
migration.

Click Find It after entering information
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Job Aid:
How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot Directions

5. From the displayed results, select the
desired Statewide Contract/Blanket #.

If you need to refine your search results after
searching, press the “+” icon next to
Advanced Search to display and edit your

[TT—. search criteria.
Select the *vCurrent” Contract/Blanket # ik
' S s = e | - Result Columns:
e B e e o Contract/Blanket # — ######-vCurrent is
— i | e e the converted contract record from
CHTEON] BHALELS Temetof e H-Lset Comm-PASS
[ \ e o I e Description — Department Contract
CHRTR YO s gt Caein 0.t number/name from Comm-PASS
T o ‘ —— —— ¢ Vendor Name — Conversion Vendor (all
ks —— o vCurrent Blankets will have the main
— Vendor name as Conversion Vendor)
CHfSTeCuret IS ‘ DegainentofCamechin -5t . . . .
e Organization — Name of the organization

who owns the MBPO
e Status — 3PS Sent (Active MBPO)
¢ Begin Date — Start date of contract
¢ End Date — End date of contract

‘

Uapyrigh 8201 PristopeHolings, .- AL gt Resered.
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Job Aid:

How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot

Master Blanket Purchase Order C101576-vCurrent St PS-Sant

Garersl ftams Vendor Routing Conbiol Aftsehmants(s) Nobws Changs Orders mmm

O O O 0O O O O

Purchase Order Humber. e Release llumber. 0 Short Description LS
Status: #5301 Purchaser DuStens Receipt Methot oty
Fiscal Year: m PO Type: =) Minor Status:

Organization DepE COEtn

Department 1025CONVD - Defaut Data Conversion Cegariment Location: 1025 - Defaul D2 Comersion Location Type Code:

Alternate ID: Entered Date: WER TP Control Code:

Days ARD: o Retainage b o Discount 3 o

Print Dest Detall

Catalog I0: Release Type N-mettuns Peard Enabled

u oz
E

Contact Instructions: Tax Rate: Actual Cost
Solicitation Enabled: 1

LABELS AND TAGS isbels CINSTEVCumsnt DDxsx

<<
F g g
8823
EREE

z
£H
i
5

by
g

Payment Terms Shipping Method,

Shipping Terms: Freight Terms

:
?
!
!
E

;
I

Vendor Neme Pretssa Dsivery Nsthod
TRt 210 T TS D T T DR

Vindor Distrbutor Stetus

5
E
é

T 3re 10 vt 0t 1 T DL

i

TR

Print Sequ ,lem # 1: £

UNSPSC Cose 10-40-15-04-0000
Recelt Menod oy Unkt Cost oM Disoourt % ‘Total Discount Ant. TakaE TaAmout Total Cost-
ey " W0 EA-En o o un un
M B Mol
v Faegng

|
H

Desle Approver Order Agproval Levd Approvar Dite Dte ApprovedDisspprovediCancaied Comment
Bquencs Plgm ™ Requastan ApPrOVEDIZpprOVED y Vi
“There: a2 i) 901Nl Fains Tnd fr Tl Purcaase Crer.
T e - |

oy I Fereons Soknge, e -l R Remvad

Directions

6. The Master Blanket Purchase Order #
(MBPO) vCurrent Information displays

This page is broken into headings:
¢ Header Information: general contract
information
Organization
Department
Location
Contact Instructions
Attachments
Status
Type Code
= Statewide
= Non-Statewide

o Solicitation Enabled — checkbox
that determines whether this is a

catalog vs. a blanket used for
future Bids for pricing not
specified in a catalog.
e Attachments: all attached files and
templates for the MBPO
e Primary vendor information:
Conversion Vendor holds the place as a
primary Vendor for the departmental
contract

e Master Blanket Vendor distributor list:

the vendors are not listed active for this
COMMBUYS MBPO

o Master Blanket controls: beginning and
end date for the contract, as well as who

can use the contract

¢ Item information: converted information

was placed in the line item description
and will need to be corrected by the
department

o Approval Paths: displays the approvers

who were on the approval path for the
creation of the MBPO
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot Directions

Waster Blanket Purchase Order C1015T6-vCurrent
Gl s Ve oy Gl [P s o s Sy
() et
e i ': ey P P
LABELS D TGS Tt i et i o i
el Tl i Tste [ 0
Tt O T Do oSS i i S e i

0 i Fom 25t ot
T Fom Afechmes

Sweituine | MR | Aiim

7. The Attachments tab is where you will
find all key contract information. In this
example, we see the RFR and contract
amendments. All attachments will need to be
uploaded to the new Purchase Order(PO)

The orphan data file is the only attachment

that will clone over into the new MBPO.

e The attachment C101576-
vCurrent_OD.xlsx, is the Orphan Data
attachment. Every converted document
from Comm-PASS will have an
attachment for any Comm-PASS data that
did not match in COMMBUYS. It will
always be the last attachment listed; it
contains information from Comm-PASS
that is not displayed in COMMBUYS.

To open and download a file, click the blue
hyperlinked name.

‘

ttachment File Detail: LABELS AND_TAGS

Name®: LABELS_AND_TAGS

Desaription: Request for Response
Fie' é LABELS_AND_TARS doc (spplicstion/sie-mscffice)
Location [PublicContracts' 101578100007/ Terms
Size: 462,848 bytes Last Modified On Disk: 02122/2014 04:18:07 PM
Uploaded: 121182004 01:48:51 PN Uploaded By: Derlens Aucoin
Exit

Copyright © 2014 Periscope Holdings, Inc - All Rights Reserved.

8. This panel displays when you click the file
name. To open the document, click the hard
drive icon.

Only the orphan data file attachment will copy
over into the new MBPO. Download and save
to the desktop all other files. After any
updates or edits are completed, upload any
relevant attachments to the new MBPO.

Master Blanket Purchase Order C101576-vCurrent Status: 8- Sont.

Goneral Mtams Vendor Routing Control Attachmsnts(l) MNotss ChangsOrders "’"""‘"m

Purchase Qrder Number: CIOTEACarment Release Number: 0 ‘Short Description: EAEABES
Status: EeiE Purchaser: Donal e Receipt Method: cany
Fiscal Year: o PO Type: Bt Minor Status:

Organization: Cxmen Cone

o T e - s e

Alternate |D: Entered Date: TR Control Code:

Days ARO: 0 Retainage % 0 Discount % 0
Print Dest Detail:

Catalog ID: Release Type: NNt Peard Enabled: No
‘Contact Instructions: Tax Rate: Actual Cost: e
Solicitation Enabled: Yes.

‘

Agency Files: LABELS AND TAGS isbes CITE-vCumant 0D xst
Agency Forms:

Vendor Files:

Vendor Forms

Primary Vendor Informaion & PO Tems

Vendor:

Payment Terms: Shipping Method:

Shipping Terms: Freight Tems;

H
§
g
E

Vngor Distrutor stetus

!
|
i
g
i
i
]

Trer e v BT S T e DR

F
r
i
%
‘

T are 7 s B O TR DL

El
5
3
g

T o s

§

Information
Print Sequence # 0.0, fem # 1:  £52 No SONEA No ot =3; o=

UNSPSCOmE 104015040000

9. Return to the Summary tab and scroll
down to the bottom of the page.

Clone the purchase order once for each
Vendor in a Line Item catalog. Clone the PO
only once for all vendors in a Distributor
catalog.

Recelpt Metnod. o Unit Cost uow oot Total Discount At TaRee TaxAmout ‘Tl Cost
e } Frgng
|Approval Path:
Delety Approver Orter hpproval Leval Appraver Dits Dits ApprovedDiszpprovadiCancaisd Comment
squancs v&m T Requested ApprovsaiDissppiovl L =
Trare 212 0 391 220 ol e Oneer
T T
o ——
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot Directions

10. The General tab displays the cloning
result. Notice a NEW Master Blanket
Purchase Order Number is generated

You are able to edit any information fields on
this panel. The General tab contains all the
high level, header information for the MBPO.

Short Description: use this space to enter
your agency’s contract numbering information,
as well as a few key words for easy searching

Release Type:
o Direct Release: a single vendor blanket

Master Blanket Purchase Order PO-15-1080-0SD01-OSDEP-00000001464 Staus: 31 inProgress. ~ with specific pricing; select if you would
EZ=2)| tems Vendor Routng Control Attachments Notes Change Orders Reminders Summary like the order (PO) to be ready t_o send to
PC Number, ) P0-15-1080-05001-050EP-00000001464 Release 0 tahpep:_loe\?edc?r once the reqUISItlon IS
Short Desaiption™: Status 3F1 - In Frogress A

. S — o Standard Release: used for any blanket
FPuersser. | Buyer, Bujer Y eboq. LY ¥ with or without pricing, select if you would
FicalYesr gy PoTye  [Blanket ¥ like the order (PO) to require an second
Department* "OSDM—OperationaI Senices Division ¥ | Orgenizstion: Operational Senices Divisicn approval for the PO and or to request
Losstior™: O3DEP-Congress & 7 quotes from the vendor(s) on the MBPO
Solicitstion
::::'E:“ . e If the blanket will serve as a multi-vendor

’ , - - contract used for conducting Bids to get

estes T . pricing for specific orders, be sure to select
Entered Dte:  03/252014 10.25:55 AM Relesse Type: |DirectRelease ¥ | RPARelesse Solicitation-Enabled and instruct users to

. Aloves 1 create Solicitation Enabled release
PrntDest et {FDiflerent ¥ Aenete requisitions when ordering from this contract.
el Den R0 P e Multi-Vendor based blankets require
Retainage %: 0.0 Discount %: (0.0 “Standard Releaseu
sins e In some cases, departments may choose
TaxRate [ Acusl Cost - 000 not to check off “Solicitation Enabled” on
Date Last Updated: 08/25(2014 10:25:55 AN Userlest e Buyer a distributor blanket. One example of

Updated: such a contract is a true distributor

situation, where all the vendors are selling

Copyright 2014 Feriscope Holdings, Inc - All Rights Resemad the same products at the same pricing_

Type Code: select from the drop down

e NC - Non-Statewide Contract

e SW - Statewide Contract: only for
authorized and OSD-issued contracts.

Refer to policy considerations outlined in the
OSD COMMBUYS Policy document with any
further questions.

Contact Instructions: enter contract contact
information in the open field

Click Save & Continue

Last Revised: 2014-11-25 6 How to Set Up A MBPO from a Comm-PASS Contract
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Job Aid:

How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot Directions

General [

General R Vendor Routing Cosirol  Atachments Mokes Change Onders Reminders Summary

Sortby Colum: PrintSequence. V| ) SortDesemncing E

10 Pizc= i your chenges bk o .t your changes il st

T = == [ I

Copyight & 2014 Perscape Holngs Inc -l Rignts Aesened

L] Print fen Tetl Deletz.
t Sepence Desergion cot g
Reseigt Quatly it Tt um Dissaurt Tael T Ta
Uethod Lot Lt Discourt Rl dnowt
Cost. int.
LB ) EFF No SOMWBH: Ko Fromst Py o
1 P an
L Quarly 1 0 W ELEG 1] E1 EL -
T W

11. Click on the Items tab

Delete the existing item and / or add
additional items.

Click Save & Continue

General R=UEN| Vendor
General | Notes

Master Blanket Purchase Order PO-15-1080-05D01-05DEP-00000001464

Routing Control  Attachments Notes Change Orders Reminders Summary

=,

Stafus: 3PI- In Progress =

General ltem Information Validatien Errors

+ This document has no normal/orderable items.

There are ng items. Please click "Add |tem' or 'Search tems' below to add an item.

_ Search Inventory liems || Searchiltems | Addfem || Exit

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved.

12. Click Add Item

Ignore the red validation error, as the next few
steps are demonstrating how to add an
orderable item

Last Revised: 2014-11-25
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Job Aid:
How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot Directions

13. The Add Item button opens a new screen
to enter “item” detail

Enter/Select the following:

e Description: good/service description; up
to 400 characters

o Receipt method: quantity or dollars;
choose based on receiving needs for the

blanket
e Quantity: (at least 1) make sure it is
Master Blanket Purchase Order PO-15-1080-0SD01-SDEP-00000001454 s Pl-nPrgess 5 relevant to the receipt method
T T e Unit cost: cost associated with the
el [0S item/service per unit (can leave 0 to allow
buyer to enter information)
fens Firt Sequence* fem T Narmal v e UOM (Unit of Measure): choose from drop
lemSiss  FlhPoges Miirum O Querly e down
Descipion ™ ]
| If this is a multi-vendor blanket, the
description should be specific enough to
. determine what the purchaser is asking the
- _ vendors to provide quote information for.
Receipt Method Quantity Cost et Unit Cost Ul Discount % Total Discount Amt. Total . . .
e |tis recommended you indicate that users
Ouaty 7| o ] R O A T should create a Solicitation Enabled
nspsiamten || o requisition when ordering this item.
S In a single vendor PO, use the item section to
[ P9t define specific product ices, th
pecific products or services, the
S B related UNSPSC codes and pricing
information.
wsew [ e [ ] b [ e If pricing varies based on an item
te [ ] Py [ attribute, create separate items with

_ smedAdilew | Smedbxt | Sweacomine | Remst | Concelaiit _ distinct pricing.

Copyright & 2014 Periscope Holdings, Inc. - All Rights Reserved

If you need users to be able to enter quoted
prices, leave price blank and instruct them to
enter pricing and edit or add to the description
on their release requisitions so that the vendor
knows what buyers are ordering.

Click the eyeglass icon to search and select
the UNSPSC code

Last Revised: 2014-11-25 8 How to Set Up A MBPO from a Comm-PASS Contract
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Job Aid:

How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot Directions

Commodity-EPP and Service Codes

UH S P 5C SegmentFamily |

]

plumbing

ALL ofthe criteria

UN 5P 5C Class

UHN 5P 5C Keyword

Search using

Code Desoription
i 20-18-00 Plumbing fixtures
i 20-18-15 Sanitary ware
o 20-18-16 MNon sanitary residential fixtures
o 20187 Faucets or taps
i 30-18-18 Faucet and shower heads, jets and parts and accessories
o T2-10-22 Flumbing and heating and sir conditioning
o T2EN Plumbing construction services

v e

Copyright © 2014 Periscape Haldings, Inc. - All Rights Ressrved.

UN SP S C Code Browse JESTSTTE

14. Use the pop-up window to search for
UNSPSC

o Enter keyword or select family segment
e Select radio button for best code

Click Save & Exit

Master Blanket Purchase Order PO-15-1080-0SD01-0SDEP-00000001464

General Vendor

| otes

Routing Contrel Atachments lotes Change Orders Reminders Summary

Status: 31 - In Progress.

e Frint Sesvence ™ e e Normal ¥
hemStatus:  3PI-InProgress  Minimum Order Quantity: Stock ltem Number
Desaription
Test for gocds and semvices
4
Receptlethod Quantity it et Uni Cost vou Discount%  Tol Discounthmt. Total
[ Quantity v | [ 10 [ 0.00 200 ga v [ 0g [ .00 s0.00
UNSF S C Segment-Family: Tax Rate: E
[72-15 - Specialized rade ] Ty 000
UNSPSCClas Extended Amount:  $0.00
1~ Plumbing construction services
s g
T s T T e T e

Copyright ® 2014 Pariscope Holdings. Inc. - All Rights Reserves

15. Once you done entering information for
the item/service click either Save & Exit or
Save & Add More to enter more line items for
the contract.

Master Blanket Purchase Order PO-15-1080-05D01-OSDEP-00000001464

o Flease save your chenges before sorting . Cihenwisz, your changes will be lost

General Wi-UtY Vendor Routing Control Attachments HNotes Change Orders Reminders —Summary
General ‘ Hotes
Sort by Column [ Sort Descending
ltem Print ltem
i Sequence Deseription
Receipt Quantity Unit Nt uom Discount % Total
Method Cost Unit Discount
Cost .
(7215 - 11} Testfor goods and senvices
1
- Quantity Qo $0.00 EA-Esch o 2000

Status: 3P - In Progress =t

Totdl  Delete
Cost o
Tax Tax
Rt  Amount
an PO o
Totl 3000

_ SavedContinve | Seshinventoyltems | Seschtems | Addhem | Cancelatxi _

Copyright ® 2014 Periscope Holdings, Inc - All Rights Reserved.

16. The layout shown here is how
COMMBUYS displays items and services
(including those who have not logged in). To
edit an item you have already entered, click
the item number link.

Last Revised: 2014-11-25
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How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot

Master Blanket Purchase Order PO-15-1080-0SD01-OSDEP-00000001464

General ltems [0 Routing Control Aftachments Holes Change Orders Reminders  Summary
2| subcontractors  Distributors

Vendor Validation Errors,
« Ne PO Vendar.

Vendor D Alternative ID ‘Vendor Name Vendor Address.

Copyright ® 2014 Periscope Holdings, Inc - All Rights Reserved

Directions

17. Click to the Vendor Tab

Click the Look Up & Add Vendor button

Lookup & Add Vendor - Master Blanket Purchase Order 0000049

Search

, ALL of the griteria ¥
Using

18. Enter your Search criteria and click Find It

T o NN m—

Search Vendor ID Vendor Hame
Fields: ST e Legal

Vendor Tax ID 0 Name I:I

Vendor Keyword Alternate |0

ZIP Code County

State T

] Emergency Suppliers

UN §P §C SegmentFamily \ v

U 5P G Class K

UHN 5P 5C Keyword

General Acknowledgement

‘fes
19. Click the radio button for the desired
Vendor. If you do not see the vendor you are
O 0oooooos l tt T® s g;;i”"“‘ looking for, try searching again or contact the
‘ vendor to see if they are registered.
Watermen 122 Mein Richell:  [781)5E5-
aooono7 sz Co Strest Swempscott MA Waterman 5555
Suite 200 You cannot add unregistered vendors to a

. 1 Main Paul 668)
9w Wik e cantrsge WA P dogee purchase order in COMMBUYS.

Capyright @ 2014 Perizcope Halrjﬂ?gs, Inc. - All Rights Reserved.

Then click the Add Vendor button

— foufeg Contrl Atachments fots Clange Onters Reminders  Summary
Subsoniacrs Disibuors
Vesdor D HutR D Yendor e = Vendor e
oosoants *2ine £ Paul Cemitm

i
Camtsitge, NAT2

Enail eaul ompareti Bmassmai st = 15
Fhone: (808060000
16 107

Faymes: Tems FaighiTems

Shipging Methos Shipging Tems:

T T I

Copyght & 2014 Parscpe Holdings. I - Al Fighs Ressned.

20. If distributor catalog, select the
Conversion Vendor as your general Vendor,
in the step above

Click on the Distributors tab to add vendors on
the contract

NOTE: The Conversion Vendor acts as an
overall placeholder for the contract and allows
you to enter all departmental contract vendors
on the MBPO without showing favoritism.

Last Revised: 2014-11-25 10
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Job Aid:
How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot Directions

21. Click the Lookup & Add Vendor
Distributors button.

Gesersl fems [[EFEY Routg Conrol Amachmensfi®] Nowes Clange Onders Reminders ~Semmary

Gemmral Subrontactors )|
Yeador D Ahemative 1D Vendor Name Preferred Defivery Method “Vendor Distribetor Sms IH;‘
° e e i s S
[ rhmrwerees
22. A Vendor Search pop up window displays.
. O Tirgen oson wn BT sirssesan Search for the Vendors on the contract, the
= . p— search will only return registered
a 00000008 Third Test 1Main St Bosten MA T;": sees COMMBUYS Vendors.
] 00000005 tst 1t 1t TH tsttst éﬁm
O oooopry Velemen S o Rl @SS You will need to search for the vendors one
Suite 200 . .
Y e e T o wa T o by one using their name.

_ Save & Exit || SBZEACnntTlieNI ’F‘md Vendta.ls‘ftxA\I‘Cnmrrf.dTy-.E‘F'F:snn mE,POI Close Window _ CIle save & Exit once Complete

23. On the Control tab enter the Master
Blanket Contract Begin and End Date

Click Save & Continue

Master Blanket Purchase Order 0000051 Shatus: 91 In rogres £

Gonora Htams Vendor mmmmxmms Nobss Changs Ordsrs  Remingsrs  Summar)

o AGEEE LTI TR0 R DR R,

st ContonValdaton Eors ‘

Vi B Crt e D :E VB Gt D :ﬁ
Couperae Puzasng Al [

Crganizston Depattmant DotsrLint Dotars Spent o Dats Animum Ordsr Amourt
e - S -

0 oL sn oo It

ename ||

oyt 201 Peteee Fokioge 2 - A R Resenes
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Job Aid:

How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot

Master Blanket Purchase Order 0000051
Gonars Hams Vendor mmmmmmm Noss Changs Ordsrs  Remindsrs  Summary

Stotus: $P-InProgress =

Ve TR BN 0 oanazs |7 M BERNR O panz201s |70
Couperate Pucrasig Abowes [
Orgniztion Departmant Do Lt Dotats Spant o Dy MmO Amourt Dty
02 - Dt ot C0NID - D D Coniren Dt L1
@ Dol Unt st ez ol

et 2t Feeane S 2 - R Rt

Directions

24. Next add the organization(s) that can use
the MBPO in accordance with the negotiated
contract.

Select the Department(s) from your
organization who will need use this contract,
or select Agency Umbrella Master Control
to select all departments in your organization.

If you are contractually allowed to add another
organization: select the organization by
clicking on the eyeglasses to search for the
organization and department. You can also
set a dollar limit or minimum order amount if
the contract has dollar stipulations.

If all organization in COMMBUYS can
purchase from the MBPO, check the
Cooperative Purchasing box and in the
organization search for / select ALL ORGs —
only with OSD’s authorization.

Click Save & Continue

General ltems] Vendor Routing Control [[[EES®i® Notes Change Orders Reminders Summary
[T )| vendorio)

Files

o Click Add File to sdd file sttachments.

No File Attachments

o Click Add Form to add form sttachments.

Ho Form Attachments

AddFile | AddForm -

Copyright @ 2014 Periscope Holdings, Inc: - All Rights Reserved

25. Click to the Attachments tab

Here you will need to upload all attachments
relevant this the MBPO

Click Add File

Add File

@ Name is the display name for the file that will appear where attachment repository files are displayed. It can be differant from the name on disk and can
contain alphanumeric characters, spaces, and special characters up to a maximum length of 200

Name™

Description

File™: EBrowse.
Location: 1080

Save&Ext || Save&Contue || Reset

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved,

26. Click Choose File

The Name* will auto populate from the name
of the file, but you can use the description to
enter more detail. The system does not
require a specific file name.

Click Save & Exit

Note: Each attachment will need to be added
separately.
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OPERATIONAL SERVICES DIVISION
Job Aid:
How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot Directions

Master Blanket Purchase Order PO-15-1080-0SD01-0SDEP-00000001454 st P progs 27. Click on the Summary tab

Genersl ftems Vendor Routing Control Aftsshments{1) Notes ChangsOrders Remingers [ITEEED]

Header Information

e e e PO 5208001 e Pr— P T—— Review the purchase order content.
Status: 3P - InProgress. Purchaser. Buyer Bujer Receipt Method: Ouzrty
Fiscal Year: 08 FO Type: Bl Minor Status: i .

_ Click Submit for Approval. The Blanket PO
Department: 0SD01 - Operational Sendoss Dision Location: (OSDER - Congress St Type Code: . .
peraeio e o Coned e will be routed through any approvals required

s ] inage (13 iscour 0% .

Prin Dest et o and may be returned to you to re-open, edit
Catalog ID: Release Type: Direct Relesse . RPA Release NotAllowed Peard Enabled: No . . .
P—— tax e et Cont un and resubmit if approvers have disapproved
i e with comments about changes needed.
Solicitation Enabled: No
ottt — |
Agency Files:
Agency Forms:
Vendor Files:
Vendor Forms:

Primary Vendor Information &PO Terms

Vendor: 243355 - Conversion Vendor

Payment Terms: Shipping Method:
Conersin Conerein

1 Congress et

Bectn, A Q1T )

Enct Eggupenspe om Shipping Terms: Freight Terms:
Phone: 399999999

Master Blanket/Contract Vendor Distributor List

Vendor 1D [ Mtermatven | VendorName Preferred Delivery Method [ Vendor Distributor Status
s ‘ |mwsmvamr Fapar Copp e | e

Master Blanket/Contract Controls

Master Blanket/Contract Begin Date: oaTan Master Blanket‘Contract End Date: tas1a0e
Cooperative Purchasing Allowed: No
Organization ‘ Department Dollar Limit Dollars Spent to Date Minimum Order Amount
| 3200 00 00

Item Information

Print Sequence # 1.0, ltem # 1: Testr gooss 2 senices

i-nPmgess
UNEPSCCaE TLELD
Planbing conincon senvoss

mespvery | g | wmow | wow | oswas | Tom Dot e e ) Tomi cost
Qumy [ ] | en-exn | o] 200 [ o 5000
vansmrer s veoet
vz saagny
e e e———

oAl

28. Once approvals have been granted, open
the MBPO

News(1) Dashboard Reqs(27) Bids[50) Approval(2) My Reminders(11) Events(1)

In Progress(6) Ready for Approval(0) IREELIRCRETIGINIE Returned{l) Change Order(1) One way to find the document is using your

control center

Pura'lase Order # Organization Purchase Order Date ¢ PO> Ready to Send
0000237 Operational Senices Division 017252014 Click the Purchase Order # to open the
MBPO

29. At the bottom of the Summary page,
select one of the following options:
¢ Send Email and Notify Vendor
e Set to Printed Status.
. .
oriotd ® Send Evl e Set to Printed Status does not notify the
T e ] Vendor. For a contract already sent in
Loon st Comm-PASS, you might want to use this
wero | e | emeson (WO option. Use Send Email and Notify vendor if
CoRTant 2014 Farigs ifigs e - Al Rt Reses this is a new contract and the vendor requires
notification.

Click Save & Continue to put the Blanket PO
into Sent status.
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Set Up a Master Blanket for ordering using a Migrated Comm-PASS Contract

Screenshot Directions

30. Confirm the email recipients and click the
OK button.

Vendor Notification Result

From this point onward, changes will require a
Change Order to be created, submitted,
approved and applied to the PO.

Subject: Purchase Order Notification - office supplies

Email Recipients

Delivery Date: 01/29/2014 02:20:15 PM

Vendor ID Vendor Name

00000006 Wiki's Widgets Alyssa Amold (linda banks-grant@accenture.com)
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